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COUNTY | MINNESOTA How to Apply for Permits

Prior to applying for a permit see handouts: How to Become a Registered User and Naming Submittal
Documents. To apply for a permit go to the Building Inspections website at
https://www.scottcountymn.gov/933/Building-Inspections, and follow these simple steps.
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Additional Information -
Handouts

what will you need to get an ePermit?
- Be sure that the project location is within one of Scott County’s 11 townships. (For a list of these townships, click here }
+ Avalid email address for registration purposes.

- Acredit card for payment (Visa, Master Card, American Express, and Discover).

- Access to a printer (to print a PDF of the approved permit 1o post on the job site).

What is the ePermit process? Five simple steps!
1. Register as a user {you only need to do this once).

2. Applyfora permit.

3. The Scotr County Building Department will review your application
4.

5.

Notify Me®

Pay Property Tax Pay for the permit on the Portal.

Print out the permit card for posting on the project site.
Report a Concern Register Here

To apply for a permit, select from the options below.

Delivering What Matters
{ Building A

= Addition (Commercial

» Accessory Dwelling Unit
= Addirion (Residential)
Maps « Basement Finish

- Change of Use

= Deck

Get Involved

» Demolition
- Fence
- Fire (Commercial

- Garage/Accessory Structure
« Manufactured/Modular Home

S
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After reviewing and gathering submittal documents, Select Apply Here

B
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You Are Here: Home » FAQs

Deck
Required Submittals ----- Important: Applications with incomplete submittals will be delayed.

* Township Approval Form - Use form to determine if township approval is required for project location. Submit com)
with township approval signature if applicable.

* Survey/Detail Site Plans - details shall include:
o Exact location of the deck, dwelling, other structures, and septic tanks/system

o Distance to septic tanks/system and property lines

* Building Plans - Deck plans shall include layout view and cross-section. The following details shall be identified on al
o All material details

© Footing type, size, and location Important Note: soil loading of max 1500 psf will be assumed without geotechn
o Material type, sizes, spans, spacing, length of all joists, beams, ledgers, posts, decking, guardrails, stair stringers

o All dimensions shall be identified on plans: length, width, height of deck, height of guardrail, identify any/all jois
cantilever

Optional Submittals

* Specifications - Provide product installation specifications if any materials or fasteners require specific manufacturer
specifications for installation.

APPLY HERE

To log in to the ePermit Portal, Select Sign In
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Enter in log in information used to register and select Login.

Select Apply for a Building Permit and follow the steps
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From the drop down list, chose the application type, nature of work, and a brief description of
the work being completed. If lengthy scope of work, upload scope document.

Select yes or no if the property owner is doing the work, provide property owner Information,
building use (commercial, residential, Ag), and provide a construction estimate. If these fields
are not completed - permit intake will be delayed. When complete, select Next Step: Permit

Type

Important Note: If at any time during the process you need to stop and come back to it later,
you may select Save this Application for Lat&khen you log in again to complete the
application, the partial application can be found by selecting My Items from the Portal Home
screen. Partial application will only be saved for 8 days.
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Select the appropriate permit types for project, select Next Step: Work Items

Select all work items that apply to the project, select Next Step: Description of Work
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If applicable enter the square footage or quantity for all work items, select Next Step: Location

Begin typing the address. when address populates it must be selected from the dropdown list.

New property address does not exist yet, enter PID and select from the drop down. If thisis a
newly created parcel with no PID, select can { find address and fill in the pop up box.

Select Next Step: Contacts
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The contacts page will appear with the applicant populated, the applicant must be the Property
Owner, a Minnesota Licensed Contractor, or MN Registered Commercial Contractor.
Select Next Step: Upload Files

Upload all required files for selected permit type. The list that populates identifies the required
and optional.

Review: Guidelines for Electronically Submitted Documents in this step before you begin the
upload process. Click the item ? item for more information.

If the documents are not named in the required format save your application and rename your
files before you upload them.

Important: Permit applications with incomplete or missing submittal items will be delayed.
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To upload, select Browse at each of the submittals.
Once all required documents are attached, select Next Step: Review and Submit
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Review the permit application and verify everything looks correct.

Answer the Property Owner Waiver question. If your answer is No |, it will cancel the permit
process and all previously submitted information will be lost.

Enter the Captcha information and select Submit Application

Your application has been submitted. Now what?
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After you have submitted your application it is in a Pending Status until admin staff has
reviewed and accepted the permit submittals. This is typically completed within 1 to 2 business
days. As the portal registered user, permits can be tracked by selecting my items from the top
of the portal page.

What Else?

x The applicant will be notified by email within 1-2 days of Incomplete Submittals.

x If the plan review finds a need for necessary revisions or additional submittal items
applicant will be able follow along and gather the items the reviewers identify. However,
upload will not be open until all reviews are complete, and the permit has been Returned
for Corrections the applicant receives a Permit Review Correction Letter by email.

X After all reviews are complete the applicant will be notified by email the permit is Waiting
for Payment, the applicant logs in and selects Pay Fees. After Pay Fees is selected, the
applicant must proceed with processing the payment to avoid delays. If Pay Fees is selected
and you cannot or did not follow through with the payment, please contact the us to
resolve.

X When fee payment is complete the applicant will receive an email notification the permit is
issued and ready for download and printing.

X Permit documents shall be printed in full design size and in color to be retained on site
throughout the project duration.

Lastly, enjoy the free time you have after not having to drive in with hard copy paper
documents on one or more occasions.
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